HMAEEMEREILHR

VACANCY ANNOUNCEMENT

LHES

Announcement No.

SRFIRMC-160-08

SERA:

Closing Date 10 Sep 08
#17H: 28 AUg 08

Date of Issue

SEANH
No. of
Recruitment

1.BEFES Job title ( ZF#k Grade 5 /EBFEMLAD 3 )
Training Instructor (General), #445
(Bl Emas (—AR) )

SEETAREA T I % #% Acceptable Trainee Level: 1-4

R EBR [ HER O&z% [ ERF 14
Administrative  Blue Collar Trade Security Medical
2.88B% Activity

U. S. Naval Ship Repair Facility & Japan Regional Maintenance Center,
Yokosuka, Administrative Department (C1100),

Training Division (C1140), General Training Branch (C1142)

E)FE1H AT Working Place: 178 /1 SAET Tomari-cho, Yokosuka

4. F EEEBH Area of Consideration
X 3] MLC/IHA X8 (EBBRMA)

Current MLC/IHA Employee within Activity
X B2 MLC/IHA it ( B (BB M)
Current MLC/IHA Employee in commuting distance

L] HMLCIHAREEB(ZE B XE)
Current MLC/IHA Employee Japan Wide

14+ &B Off Base Applicant

3. BN B e work Schedule (3B_40  FEREHllhrww)

5. FADFEHE Type of Employment
X MLC
[] IHA

X & F3 Permanent

I HPT

£)7% H Work Days: Monday thru Friday AIER - £ER [] BRZE Limited Term (_» A Months )

SRS - {KER Work Hours/Recess Period: 08:00-16:45/12:00 — 12:45
(] 72%h Night Shift X 7% Overtime  [X] 3R Business Travel

6.8 M Duties

See attached sheet

7B EN. BHREH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work. If applicant
does not have such work experience, completion of 4-years college/university in a related field may qualify him/her at 1-5
level.

b. Knowledge of training requirements and guidelines of NAVSHIPREPFAC Training Program.

c. Skill in operating computer with applications such as Microsoft Word, Excel, and Power Point, etc.

d. Ability to coordinate training courses with various training vendors in the U.S. and Japan on a daily basis.

e. Ability to prepare training announcements, memorandums, training job orders, letters, etc.

f. Ability to translate training materials from Japanese into English or vice versa.

g. Ability to speak, read and write English at fluent proficiency level (LAD-3) and Japanese at exceptional proficiency level.

*An applicant who does not fully meet the qualification requirements stated above may be considered at a lower grade level
as below.

1-4: a. One year of clerical, technical, or administrative work experience in any field. If applicant does not have such work
experience, completion of 4-years college/university in any field may qualify him/her at 1-4 level.

*Handicapped applicants may be accepted, depending on the degree and kind of disability.

BEEN English Language Proficiency : DM\%@ L None D*)Jff‘& Basic Dqﬂff‘& Intermediate |Z|J:ff‘& Advanced D##EQ@ﬁﬁj] Exceptional

=P Educational Background : N/A | $a8F5E 18 T 5 License/Certificate Required : 7/8 #1588 See blocks 7 & 8

BRI
Working
Condition

8.1=H 9 % 4+ M Application and Associated Documents




*[X] 22 FE it 5 F#k Application for Vacancy Announcement

*[X] EPIRS R EEE Resume of Specialized Work Experience

*MDEEAIL Complete * in [] B#&FE T Japanese X|#EFET English []&H 5 T4 Either

[ BE%EFEEME L Copy of Driver's License

C11& T/ SEBAZ M E L Copy of Certificate

X ZEBDOREANFIAT 5L DDE L Certificate of English Proficiency (Copy)

X80 HYIF ZREfT L. IGHEEDEEES (X KA ZE UV IREAHE (12cm x 23.5cm)
12c¢m x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)
X BAEEUNDAIE. HNEAZEIERUV/RRKR— FEFED 3 E— For non-Japanese citizen
applicant, copy of Alien Registration and Passport/Visa Copy

9. WEEZHIEHSE Office to Submit

A& (B MLCIHAGEXRR) &5MB GERE%AR) T, RHEMNBEVET ., LRELERHMZEHSHEZDEVR,
EARHLTT SN, ERMHUIASE, (HRO BRANERRT— FEHHRHV L2 —TORZRAMIRHFE LTI
O600B&Y., %06 0 OBFETIRHARETT, ) Office to submit is different for Current MLC/IHA
Employees versus Off Base Applicants.  Please ensure to submit required application documents to the right office.
Applications must be received by the closing date of the Vacancy Announcement. (Application Drop Box under the
HRO Gate Office counter is accessible from 0600 to 1800.):

GEXE) LREHA4BFD “BEHE" HE MLC/IHAREBDADIREE. S8 GEHRXE) MSOREEHIIEME
BYFTOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA employees” only,
Off Base applicants will be rated ineligible.

1. W& (B MLC/IHAfE¥8) BHS% Current MLC/IHA Employees must submit to:
T238-0001 #Z)I|\RfE7EE AR 1 F#h, Box 22 T238-0001 1 banchi Tomari-cho, Yokosuka, Box 22

KEFHAEEMBAANERTE (N132) COMNAVFIJORJAPAN, Human Resources Office (HRO) Yokosuka
R #R/Extension 243-8152 JN Employment Division (N132)

2. 588 (FEGEEE) &% Off Base Applicants must submit to:

T238-0011 #HZ)I| BB KAEE 1-6 FHEI/L 4B  T238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
R)EIBEEHBEFTHFEERBEMEEXE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—F Management Section

TEEEES Phone  046-828-6959

ZATHER - AIE—S8E, 0830-1730 (HANDEHE#FR ) Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese
Holidays) *EBRAEHZFO BRI B 5IZHERBLEHE T LY, Please contact LMO/IAA for questions on conditions of
employment.

10. EFENEH For Official Use

SAETRRIH Y Activity POC : Ms. Imaizumi / Ms. Satomi FE (DSN) 243-4554 / 4553

PD No.:SRFJRMC-1142-002 | PD is accurate and current. Certified by Activity: yn | HRO: mm 8/27

BEEEZHEZLTVEWES BZEORRIZEY FH A Incomplete applications will not be considered.
RHESINFEIEEEHEITHIRL LFEEA Submitted applications will not be returned.

Rev: 10-31-06




Under the direction of Training division head, conduct NAVSHIPREPFAC
Training Program, including:

a. Providing advice to managements on the selection of employees to
attend training courses, including coordination with the English
Training Division, Code 830, to test employees for competency level in
the English language;

b. Providing advice and guidelines to US/JN supervisors and
employees iIn i1dentifying individual and group training requirements;

c. Researching sources of specialized training to meet specific
requirements as required;

d. Evaluating training completed and recommending
changes/modification, as necessary; coordination periodic reviews to
ensure training requirements are met;

e. Coordinating with Code 810 to initiate visit clearance request
to cognizant security offices of CNO and NAVSEA for MLC employees
traveling to U.S. Navy sponsored training courses;

. Reviewing and screening the annual planned training requested by
codes/shops;

g- Preparing Training Announcement, Memorandums, Training job
orders, DD Form 1556, Messages, Letters to implement training program
smoothly and effectively;

h. Translation of training materials from Japanese to English or
English to Japanese;

1. Communication with CONUS training sites for coordination of
quotas, class schedules, etc.
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